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How to complete a document separator sheet 

In addition to the document cover sheet (see I&A guide 17) all form and document filings should be 
preceded by a “document separator sheet.”   This form identifies the form or document you are sending.  
It is required if you are filing only one document.    

You may complete the attached separator sheet using a typewriter or with block printing.  Use the 
completed sample form as a guide.   This form can also be completed online at:  
www.dir.ca.gov/dwc/FORMS/EAMS%20Forms/ADJ/DWCCAform10232_2.pdf.

Every form or document filed with DWC should include a document cover sheet and document 
separator sheet.  These forms go hand-in-hand.  

� Select the correct “product delivery unit” (the unit that will receive your form or document).   
You must select ADJ, DEU, RSU, VOC, or INT.  Please refer to the appendix and sample form 
to this guide.   

� Select the “document type” for the product delivery chosen.   Refer to the appendix to see the 
document types that are available under each product delivery.   For example under ADJ, the 
only 4 document type options are:  legal document, liens and bills, medical document, and 
miscellaneous.    

� Select the “document title” from the appendix.   Again there specified titles that go with each 
product delivery document type.

� Fill in the “document date” (such as the date of medical report or date of a letter) using two-digit 
months and dates, and four digit years.  The month, date, and year should be separated by a 
slash.  An example would be 02/15/2008.    

� Examples of the “author” would be the name of the law firm, name of the medical provider, or 
name of the claims administrator signing the form or document.   If you are filing a form, you 
would be the author.

All documents filed with the WCAB must include a document cover sheet and document separator 
sheet.   Please see I&A guides 17 and 18 to learn how to complete these forms.   In addition all forms 
must be typed or handwritten in block letters to insure legibility.  Additional form instructions can be 
found on the EAMS OCR handbook at:
http://www.dir.ca.gov/dwc/eams/SampleFiles/EAMS_OCR%20handbook.pdf.

If you need help, call an Information and Assistance (I&A) office, or attend a workshop for injured 
workers. The local I&A phone numbers are listed on the back of this guide. You can get information on 
a local workshop from the I&A office or on the Web at www.dir.ca.gov/dwc.

If you do not have the name and address of your insurance company to complete a form, please link 
to this site http://www.dir.ca.gov/DWC/EAMS/EAMS-LC/EAMSClaimsAdmins.asp.
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The information contained in this guide is general in nature and is not intended as a substitute for legal 
advice.  Changes in the law or the specific facts of your case may result in legal interpretations different 
than those present here. 

When sending documents to a DWC District Office, please make sure they are not folded or stapled.  
Send them in a large manila envelope. Please see the EAMS OCR handbook for further instructions.
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